Application Process to Obtain a Travel Credit Card

· The application process in now on-line so if anyone wants to request a card, the Travel Card Coordinator will first need a signed hard copy of the Travel Card Agreement from the applicant which can be found at http://www.hhs.gov/travel/card.

· Once it’s received the Travel Card Coordinator will send the link and password to the applicant for access to the application website.

· Upon completing the application on line the applicant’s supervisor will receive an e-mail with a one-time unique password so they can go into the system and electronically sign/concur with the application request.

· The application is then sent to the Travel Card Coordinator for transmitting to JPMorgan Chase for processing.

· JPMorgan Chase runs a credit check as part of their application process.  If the applicant does not want JPMChase to run a credit check there is a separate paper process that will allow the traveler to receive a restricted travel card.  The restricted travel card has a $5,000 credit limit instead of a $12,500 limit and there are no ATM privileges.
· Once JPMorgan Chase has processed and approved the application a credit card will be mailed to the applicant’s home address which is taken from the application.  The PIN number will be sent separately to the same address.
Cancelling a Travel Credit Card

· If anyone wants to cancel their card they need to let their AO know and the Travel A/OPC will need an e-mail request.

· If the traveler is not required under the FTR to have the card and all credit card charges are paid in full then the Travel Card Coordinator can notify JPMChase to close the account.

· The card holder’s name will remain on the status list per JPMChase but it should appear under the Closed Accounts section.

